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Please Read the Training 
Manual!

BOE
TRAINING
MANUAL



FRANKLIN COUNTY

Roster Judges
Before Election Day



Overview of Roster Judge Tasks
Before the Election

�Set up Roster Table with necessary supplies from the 
canvas  bag and carts (Look for “Office Supplies Kit”)

�Post outside flags and “No Campaigning” signs 100 
feet from entrance

� Post large Flag (in one of the machine carts) at the 
voting location entrance

�Post a number of inside signs so they are visible and 
accessible to voters



During the Election
�Correctly process voters throughout the day by checking ID 

�Regular Voters ( Meet ID Requirements, and MUST vote 
on voting machine with white  ATV slip)

�Provisional Voters (don’t meet ID requirements and MUST 
vote paper ballots)

�Disabled Provisional Voters (should vote paper 
ballot)— get to vote on a designated voting 
machine because of disability)

�Process various forms in the Roster Workbook (e.g., Voter        
Registration, Death of a Registered Voter, Challenge Forms,     
Observer Forms, Voter Contact form, and so on) as required

�We are NOT maintaining the Registration Lists for the August 
Special  Election !

�Darken circles in the Signature Poll Books when the voter has 
signed the Signature Poll Book



After the Election

�Count all signatures (darkened circles) in the Signature Poll Books at      
the end of the day

�Record the TOTAL number of signatures for EACH Signature Poll Book    
on the front cover of the Signature Poll Book

� Sign covers of the Signature Poll Books he/she “worked” during the 
day

� Seal each Signature Poll Book on the RIGHT side of the Poll Book from 
cover to cover (with a piece of tamper tape provided in your supplies) 
before putting the Poll Books in the Canvas Bag

John Thomas
Cynthia Hopkins

Robert Moss
Debbie Cunningham

5 -5 -09
5 -5 -09

5 -5 -09
5 -5 -09

452



Chunking Program Relies on Circles Filled In



Balancing
Public 
Count

ATV 
Slips

Signatures 
in Poll Bk

Fleeing 
Voters

Disabled 
Provisional

100 100 100

100 100 99 0 0

50 50 50 0 0

100 98 98 0 2

98 100 100 2 0



�Gather all inside and outside signs, flags, and so on. Put these in the 
designated bins of the Storage Carts

�Gather all materials that are NOT returned to the warehouse (e.g.,  
street guides, table signs, wall signs, flags, and so on), and put these in 
the brown bag in the bin of the Storage Cart.  Put “Office Supplies” back 
in the “Office Supplies Kit”

�Gather all materials that MUST be returned to the Warehouse (e.g., 
Signature Poll Books, Roster Workbooks, cell phones, Precinct 
Workbook, and so on). Make sure the PJ/Voting Location Manager has 
the necessary items for drop-off

�Assist other judges with duties as required (We’re a TEAM!)

After the Election



Checklist for Returned Election Results



Checklist for Returned Election Results







Name on Driver’s License Name in
Poll Book

Voter Votes
on Machine

Voter Should Vote
a Provisional Ballot

1.  Cynthia Atkins Cindy Atkins YES NO

2.  Alan Thompson Alan Thomson YES NO

3.  Aaron W. Howell Aaron Howell YES NO

4.  J. Bradley Stone James B. Stone YES NO

5.  Lucy C. Dawson Lucille Dawson YES NO

6.  Donna Louise Smith-An Donna Louise Smith-Anderson YES NO

7.  F. Stanford Wayne F. S. Wayne YES NO

8.  Matthew Damschroder Matt Damschroder YES NO

9.  Charles Nelson Riley Chuck N. Riley YES NO

10.  William Abrams Bill Abrams YES NO

11.  Adam Jamison Adam D. Jamison YES NO

12.  John C. Defour John Charles Defour YES NO

13.  Elizabeth Daughty Libby Daughty YES NO

14.  Elizabeth Daughty Betty Daughty YES NO

15.  Mary Hendricks Mary Hendricks-Jackson YES NO

18.  T. Mark Essary Mark Essary
Travis Essary

YES NO

16.  Jack C. Nelson Charles Nelson NO YES

17.  Melva M. Jones Melva Smith NO YES

Verify the Person’s Identity



Follow ID Rules— Driver’s 
License or State ID - Page

1.  Street Address on 
Photo ID  Matches 
Poll Book Address

BOTH the Photo ID 
and Poll Book have 
voter’s correct 
address

1.  Voter Signs Poll Book
2.  Voter receives ATV Slip 
3.  Voter votes on machine

2. Street Address on 
Photo ID DOES NOT 
match Poll Book 
Address

Correct address is 
the BOE Poll Book

1.Voter signs Poll Book
2.PEO records last 4-

digits of license/state ID 
in Poll Book

3.Voter receives ATV slip
4.Voter votes on machine

3. Street Address on 
Photo ID DOES NOT 
match Poll Book 
Address

Correct address is 
the License/State 
Photo ID

1.Check street guides
2.If voter is in your 

precinct, voter signs 
Poll Book

3.PEO records last 4 digits 
of license/state ID in Poll 
Book

4.Voter receives ATV Slip
5.PEO asks voter to do a 

change of address card
6.Voter votes on machine



Other Acceptable ID
Utility Bill Bank Statement Government Check

Payroll Check College/University 
Documents

Savings & Loan Statement

Credit Card Statement Car Registration Speeding Ticket

Hunting/Fishing License Carry and Conceal License

1.  Street Address on Non    
Photo ID  Matches 
Poll Book Address

BOTH the Non Photo 
ID and Poll Book 
Addresses MATCH

1. Voter Signs Poll Book
2. Voter receives ATV Slip
3.  Voter Votes on Machine

1. Street Address on Non 
Photo ID DOES NOT 
match Poll Book Address

The Addresses DO 
NOT MATCH

1. Voter must vote provi-
sionally

2. Send voter to the paper 
ballot station

3. Voter does NOT sign poll 
book or get ATV Slip



Military ID

• Process a voter with a military ID that
– Includes only the voter’s name (even without 

an address)

– Issued by either the United States 
Department of Defense or the State of Ohio 
Adjutant General’s Office





Unacceptable Forms of ID
Social Security Card Passport (newer ones do 

have a printed address!)

Birth Certificate Most Government IDs

College Student ID 
(must have residence 
address)

Most Company IDs

Most Insurance Cards Marriage Certificate

Finally, of particular importance is the fact that the law prevents a voter 
from using on Election Day any document sent to the voter by the 
Franklin County Board of Elections.  These documents include Voter 
Registration forms, Voter Location Cards, and so on.  If the voter 
presents this type of document, ask the voter for a valid form of ID.



GAH 2B 702



Reason for Voting 
Provisional 



FRANKLIN COUNTY

Paper Ballot Judges
Before Election Day



Paper Ballot Judges’ Duties

Before the Election

�Get portable booths for voting paper out of the storage carts and set up 
for privacy.

�Get Paper Ballot Station/Transport Box(es) from the storage carts

�Complete the first part of the “Paper Ballot Station/Security Seal Form” 
(Paper Ballot Judge Workbook)

�Inventory your pads of paper ballots (By Ballot Style) using “Paper 
Ballot Reconciliation Sheet” (Paper Ballot Judge Workbook)

�Inventory the other supplies such as the blue and yellow envelopes for 
provisional voters, the green spoiled envelope, and one provisional 
voter handout (in the machine cart bins)



Supplies
• 1 or more Paper Ballot Station Per Location (and 

pads of ballots (banded together by Ballot Style)

Yellow Envelopes (Provisional Voters)

Blue Envelopes (Provisional Disabled Voters)

Envelope for Spoiled Ballots

Handout for Provisional Voters (2)

– Provisional Rights (Hotline)

– Judge Carr Notice

Paper Supplies In the Cart!



During the Election

�Process throughout the day voters who will vote a single-page paper ballot

�Provisional Voters (yellow envelope) who don’t meet ID requirements

�Provisional Disabled Voters (blue envelope) who request machine voting

�Make “Tick Marks” on the Ballot Reconciliation Form

�Determine and, if necessary, help “Lost Voters” vote in the correct 
precinct by using the Precinct and County Street Guides

�For any Provisional voter sent to another voting location to vote, 
complete the “Provisional Voter Transfer Form” (Half-sheet form on 
tear-off pads)



After the Election

�Use “Paper Ballot Reconciliation Sheet” (Paper Ballot Judge 
Workbook) to tally all paper ballots (used and unused) at the              
end of the Election

�Place all unvoted paper ballots back into the Paper Ballot 
Station/Transport Box or boxes

�Place all unused envelopes and handouts in the bin of the cart

�Complete the “Paper Ballot Station/Security Seal Form 
(Paper Ballot Judge Workbook)

�Place the Paper Ballot voting booths back in the Storage 
Carts

�Make sure the PJ/Voting Location Manager gets the Paper 
Ballot Station/Transport Box and Paper Ballot Judge 
Workbook for transport to the BOE Warehouse

�Assist other judges with duties as required



A Ballot Pad with cover page for Ballot 
Style 45 (might contain 50 ballot sets or 

more with NO divider pages)



Ballot Pad with Cover Page and Single 
Page Ballots (NO Divider Pages)





Please place Paper Ballot 
Judge Workbook in the Supplies 

Side of the Transport Box 
Before the Box is Sealed



Helping a Lost Voter

• What is a Lost Voter?
– Why must you follow steps to determine?

• What are the tools you will use?
– Precinct Street Guide (should be on yellow 

paper)

– County Street Guide

– Voting Location Guide









Back of Provisional Envelope



Provisional Envelope

VOTERVOTER

COMPLETESCOMPLETES

PEOPEO

COMPLETESCOMPLETES











Judge Carr Notice



Provisional Rights (Hotline)





PEO EVALUATIONS

• Evaluations included for ALL PEOS in an 
envelope in the machine cart

– Can also fill out on-line at BOE Web Site 
(please return within two weeks)

– Can also take one home (please return within 
two weeks)



PRACTICE MAKES PERFECT
(Check front cover of Manual)

• Saturday, August 1 from 9 a.m. to 5 p.m.

• Sunday, August 2, from 10 a.m. to 2 p.m.

Franklin County Board of Elections

Memorial Hall

280 East Broad Street

East and West Conference Rooms



Getting Ready for Election Day!

• Review Questions at end of chapters in 
the Training Manual 

• Use the Secretary of State’s On-Line 
Tutorial



Arrival of Checks

• Takes 3 weeks to process checks for 
PEOS
– Board of Elections must process who worked 

and who didn’t

– Information turned over to County Auditor who 
actually processes and mails the checks



THANK YOU!!!!!!!!!

We couldn’t do it without 
you!!!!!



Reconciliation Form



Provisional Voter Transfer Form

AUGUST 4, 2009



Security Seals Form





N O  C A M P A I G N I N G
B E Y O N D  T H I S  P O I N T

F r a n k l i n  C o u n t y  B o a r d  o f  E l e c t i o n s
A s  p r e s c r i b e d  b y ,
O R C  3 5 0 1 . 3 0

Text on the Flag Post:
Place this flag at the main entrance of 

the polling location


